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Word 2007 Templates Introduction

Templates installation guide for Windows XP

Windows 7 has a different file structuring than Windows XP. If you are using Windows 7 please refer
to "Windows 7 File Path For OE's Templates" section for the location to place the templates.

Once you "download" or save the Normal.dotm, SSP_Template.dot and Macros2007.dotm files on your
Desktop, follow the instruction below to place the files in the proper folders on your computer.

R
Fle Edt View Favorites Tools  Help | &
. @ Back - \L) - ‘? ,/'_\J Search || Folders | v
Double-click on My Computer > :
Address I J My Computer ﬂ Go
.
select the C drive >> <[ Hame [Type [_fotasee |_Free Space | =
System Tasks ES Hard Disk Drives
Wiew system information < e System (C1) Lacal Disk 39.0 GB 22,2 GB
(LY Add or remove e Dakain: Lacal Disk 35.4 GE 17.9GE
programs
G’ Change 3 setting Devices with Removable Storage o
LA DVDJCD-RW Drive (E:) D Drive
Other Places =
Network Drives
\.3 My Metwork Places =
[ My Documents ~|4] | B 7
101 x]
Ele Edt VYiew Favorites Tools Help | :;'
@ Back - J kS L? ‘ /..7\’ Search || Folders | v
Address [ C1\ = G
1 =~ | Mame = I Sizel Type | Date Modified | -
Documents and Settlngs >> System Tasks W Fie Folder  10/20/2009 9:24 AM
) [CDRT File Folder 12/26/2008 11:03 AM
@ m“jse;:i'fe‘°”te”ts of 1386 File Folder 9/29/2008 11:25 AM
7 Add or remove L MNALCache F?Ie Falder 1/20/2010 1:16 PM
programs CINDPS File: Folder 9/24/2009 1:57 PM
2 Search for files or (SyProgram Files File Folder 12/29}2009 2:14 PM
Falders I Quarantine Fils Folder 1/29/2009 3:17 PM
Citemp File Falder 10/27/2009 1:34 PM
. - [CIWINDOWS File: Folder 1202010 8:25 M |
el Teds & (£ Zerwarks File Folder 1/12/2010 &:17 AM
= @PowerUserVerif\catiDn-FMP1.exe SOSKE  Application 9/6/2007 Z2:35 FM
Other Places ¥ EMpawerUserverification-HQ.exe SOSKE  Application 9/6/2007 3:59 PM -
~|4] H 4
& Documents and Settings . ] 4
Fle Edt ‘iew Favorites Tools Help | :f'
- €Y - P -
G Eack =2 | LjT P Search I Folders
Address I@ C:\Documents and Settings j &
Mame = Size: | Type | Date Madified
Double-click your user folder. Your Fileand Folder Tasks ¥ (4l Users Filc Flder 1/20/2010 5:27 A
. [)CTSuppart File Falder 12/29}2009 2:15 PM
user folder may be your sNumber or it T ¥ | CDsfauk Lser Fie Folcer 1/9/2009 2:01 PM
[D)desoe File Falder 2302009 10:25 AM
m I name >>
ay be your name —— v | (Dstazer File Folder 10{20/2009 5:24 AM
File Folder B8/24/2009 &:16 AM
File Folder 10§7/2009 2:24 PM
Folder Options el 4|
General View I File Types I Offline Filez I
— Folder wiews
Tou can apply the wiew [zuch az Detailz or Tilez) that j

you are using for this folder to all folders.

Apply to All Folders Fiezet All Folders I

If you don't see the Application Data folder,
do the following:

Advanced settings:

L) Files and Folders =
. . [vr] St ticall h fi bework, Fold d print
Click on the Tools in the menu bar > Folder Displon o siee mfommation i older tine
Options > View tap (See the ﬁgure belOW) > Drizplay simple folder view in Explorer's Falders list
b [ Display the contents of system folders
select the option button to "Show hidden files Display the full path in the address bar =

[ Display the full path in the title bar

and folders" > then de-select the checkbox for D Go ot coche b

nrre . . " wdder tles and folders
Hide extensions for known file types" > OK. O Do rot show hidden files and folders
Q Shiowe hidden files and folders
[ Hide extensions faor known file types ;I
Restare Defaults I
ak. | Cancel I Lpply I
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Now you should be able to see the Qe - () - ¥

Word 2007 Templates Introduction

& 5127945

=10/ x|

File Edit View Favorites Tools Help

| &

~ |
/- Search I Folders

Appllcatlon Data fOIder' DOuble-Clle Address I@ C:\Documents and Settingsis127945

the Application Data folder >>

Microsoft folder >>

Templates >>

jGn

Mame | Size: | Type | Date Modified
File and Folder Tasks ¥ & Application Data > File Folder 12{29/2009 2:18 PM
[D)Desktop File Folder 1/13/2010 5:03 PM
Other Places ¥ ¢ Favarites File Folder 1/19{2010 9:02 AM
Local Settings File Folder 9[29/2009 3:34 PM
Details ¥ |53My Documents File Falder 1122010 2:35 PM
My Recent Documents File Folder 1/20/2010 1:21 PM
NetHood File Falder 11/24§2009 %07 AM
PrintHood File Folder 9fZ9f2005 11:09 4M
SendTo File Falder 9/29/2005 11:09 AM
1J)Statt Menu File Folder 9fZ9f2005 11:09 4M
Templates File Faolder 9/29/2003 11:03 AM
) WINDOWS File Folder 9/29(2008 11:00 AM

ntuser.dat 3,840KE DATFile

1/19/2010 8:00 PM

NTUSER.DAT.LOG 1KE  Text Document 1/20(2010 1:54 PM
<« | 2l
@ Application Data 10 x|
File Edt Wiew Favorites Tools Help | :f

eﬁack - 'J = lﬁ

®
7 Search b Folders

Address I@ C:\Documents and Settingsis127945YApplication Data

jGn

Mame Size: | Type | Date Modified
File and Folder Tasks ¥ Adobe File Folder 9/24/2009 1:52 PM
Apple Computer File Folder 9/29/2005 11:08 AM
other Places ¥ [Filemaker File Folder 12{23{2009 10:07 AM
S)Go0gle File Folder 1203002009 10:20 AM
Details ¥ Identities File Folder 9/29/2005 11:08 Al
Intel File Folder 9/29/2008 11:08 AM
InterYideo File Folder 9292005 11:08 AM
Macromedia File Folder 9/29/2005 11:08 Al
File Folder 10/8/2009 & 37 AM
File Folder 1/7/2010 10:46 &AM
e ] File Folder 10§26{2009 9:09 AM
CMavell File Folder 9282009 7:59 AM
I)S0nic File Folder 10/2712009 922 AM
Z)5un File Folder 10/2712009 1:41 PM
uz File Folder 9/29/2005 11:03 4M
}desktnp.ini 1 KB Configuration Settings  11/30/2007 10:42 PM
< | |
-lojx
File Edit Wiew Favaorites Tools  Help | :,'

Q-0 7

= ‘
- search || Folders

Address [ C:\Documents and Settings|s 127345} Application DataiMicrosaft

jGo

Mame = Size | Type | Date Madified
File and Folder Tasks ¥ ) addIns File Folder 9/29/2008 11:30 4M
() address Book File Folder 12j7/2009 10:16 AM
other Places ¥ [0 Clip Organizer File Folder 12)21{2009 2:25 AM
) Credertials File Falder 9/24/2009 1:51 PM
—— = CryptnetUrlCache File Folder 0292008 11:08 AM
Crypto File Falder 9/29/2008 11:08 AM
I3 Exerel File Folder 1j20/2010 1:21 PM
[CForms File Falder 10j12/2009 3:08 PM
[CIHTML Help File Folder 9/29/2009 2:36 PM
Internet Explorer File: Folder 9f29/2008 11:08 AM
Media Player File Falder 9/29/2008 11:08 AM
MM File Folder 9/29/2008 11:03 AM
CIMse File Falder 12j28/2009 3:07 PM
I Nebwark File Folder 10§15/2009 6:53 PM
L) Office File Falder 12j28/2009 4:55 PM
() PowerPoint File Folder 9/28/2009 3111 PM
L Proof File: Folder 1/13/2010 3:15 PM
Protect File Falder 9/24/2009 2:52 PM
52 Queries File Folder 10§15/2009 &:27 AM
) 5peech File Falder 1j7/2010 10:46 AM
tificabes File Folder 9/29/2008 11:03 AM
File Folder 1f20{2010 1:01 PM
G File Folder 930/2009 4:40 PM
wWindows File: Folder 9f29/2008 11:08 AM
Cword File Falder 1/19/2010 2:24 PM

< |

|
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Word 2007 Templates Introduction

You will replace the existing Normal.dotm (or Normal.dot) file with the OE's Normal.dotm file. Before you do
this, please read the following regarding the Normal.dotm file.

About The '"Normal.dotm'' (or '"Normal.dot'') File

¢ "Normal.dotm" is a global document template for Microsoft Word.
Document settings (e.g. autocorrect, option settings) in this template affect
all Microsoft Word documents opened on your computer.

e Normal.dotm in this instruction is customized to work with the
Macros2007.dotm template that contains the macros used in specification
development and processing.

¢ Installing Normal.dotm and Macros2007.dotm files as described in this
instruction will replace the "Normal.dotm" file that previously existed on
your computer. This means that you may not have some of the features or
functionality you are accustomed to (e.g., auto correct, grammar correction,
customized commands on toolbars).

e [f you are unsure whether to replace your "Normal.dotm" (or
"Normal.dot") template, but would like to try out the set of
templates in this instruction, it is recommended that you save
your "Normal.dotm" file off of your computer, first.

¢ Also, keep in mind, the functionality of these macros was developed for
earlier version of Microsoft Word. It has been tested with Microsoft Word
2007 with no known problems, but we have no information regarding the
compatibility with newer versions of Microsoft Word.

Once you have decided and took action on what you wanted to do with the existing file, you are ready to Cut
and Paste the OE's Normal.dotm and the SSP_Template.dot in the Templates folder.

If you are working with 2006 Standards use the 2006_SSP_Template.
If you are working with 2010 Standards use the 2010_SSP_Template.

(@ C:\Documents and Settings', 5127945 Application Data'Microsoft Templates iy -|0] x|
File Edit ‘iew Favorites Tools  Help | ﬁ'
73 Gy W » v

O Back ~ () ~ | 'ﬁh 7 Seatch |f~ Folders |
Address I,:l C:\Documents and Settingsis 1279454 Application DatalMicrosoft Templates j Go
4| Mame I Size | Tupe I Date Modified
File and Folder Tasks ¥ W)scp_Template.dot 24 KB Microsoft Office \Word 97 - 2003 Template 81212010 9:58 &M
@Normal.dotm 36 KB Microsoft OFfice Word Macro-Enabled Template  8/11/2010 3:03 PM
Other Places ¥
Details v
4] | »
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Word 2007 Templates Introduction

Click on the Up folder icon to go back up a level on the directory path.

i

Double-click the Word folder >>

STARTUP >>

oo -l
Fle Edt ‘iew Favorikes Tools  Help | f',"
e Back = -d b lﬁ 7 ) search I Folders -
Address IB C:\Documents and Settingss 1279454 Application DatalMicrosoft j Go
Mame = | Size | Type | Date Modified
File and Folder Tasks ¥ IChAddins File Folder 9/29/2005 11:30 AM
) Address Book File Folder 121712009 10:16 AM
Other Places ¥ IC)Clip Organizer File: Falder 12{21)2009 9:25 &AM
IC)credentials File Folder 9242009 1:51 PM
Details ¥ CryptnetUriCache File Folder Qf20fZ008 11:06 AM
Crypto File Folder Q20/2008 11:08 AM
ICDExcel File Folder 12002010 1:21 PM
IS)Farms File Folder 100122009 3:08 PM
[CIHTML Help File Folder /292009 2:36 PM
Internet Explorer File Folder Q29/Z006 11:05 AM
Media Player File Folder 9/29/2008 11:08 AM
MM File Folder 22302008 11:08 AM
CIMse File Folder 12/28j2009 3:07 PM
[IMetwork, File Folder 10f13/2009 6:53 PM
() Office File: Folder 12/28/2009 4:55 FM
) PowerPoint File Folder Q2E/2000 3111 PM
|C)Proaf File Folder 11302010 315 FM
Prokect File Folder /242009 2:52 PM
IS Queries File Folder 10013/2009 8:27 AM
[Cspeech File Folder 1/7(2010 10:46 AM
Systemertificates File Folder Q29/Z006 11:05 AM
) Templates File Folder 11202010 1:59 PM
S)visio File Folder a30/2009 4:40 PM
indows File: Folder Q222008 11:08 AM
C_ (viard_D File Falder 1/19(2010 2:24 FM
4| | |
_lo||
Fle Edt View Favortes Tools Help | -:,'

@Ba‘k ¥ k) ’ lﬁ '

)
7 Search i Folders

Address I@ Ci\Documents and Settingsis1 27945 Application DatalMicrosaftiWord

EBE

| Size | Type | Date Modi
File and Folder Tasks ¥ ( starTUR Filz Falder 1/19/201¢
Other Places ¥
Details ¥

Cup and Paste the Macros2007.dotm file in the STARTUP folder >>

& C:\Documents and Settings's127945  Application Data'MicrosoftiWord | STARTUP

Fle Edt ‘fiew Favorites Tools

=10/ x]

Help

@Back - "J A .?

@
7 seatch

i Folders

Y

fddress Ifﬂ C:\Documents and Settingsis 127945\ Application DatalMicrosoftiward|STARTUP

ERE

& | [ame * | Size | Type | Date Modified
File and Folder Tasks ¥ ‘,&!lMacrnQDD?.dntm 307KE  Microsoft Office Word Macro-Enabled Template  8/13/2010 4:30 PM
Other Places ¥
Details =

v| 4 | | ﬂ

You have completed the installation of the OE's templates in Windows XP.

Close the Window!
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Word 2007 Templates Introduction

Windows 7 file path for OE's templates
Once you "download" or save the Normal.dotm, SSP_Template.dot and Macros2007.dotm files on your
Desktop, follow the instruction below to place the files in the proper folders on your computer.

OE's Macros2007.dotm needs to be in the following folder as shown below:

Your s#
I.Z e

@T\Jv| . v Computer » (C:) System Drive » Users » 5127945 »(AppData )» Roaming » Microsoft » Werd M _STARTUP - |¢f|
EilerEdit giew Help

Organize = Include in library = Share with = Burn Mew folder
A Favorites Name : Date modified Type Size

Bl Deskiop 0 Macros2007_111107.dotm 11/2/2012 248 PM  Microsoft Office ... 395 KB

& Downloads

5l Recent Places

[==) Files and Folders -
If you don't see the AppData folder after you O Automatically search for network folders and printers
selected your s# folder then you need to select Display file size information in folder tips
Tools >> Diisplay simple folder view in Bxplorer's Folders list
[ Display the conterts of system folders

select Folder Options... >> Display the full path in the address bar

O Display the full path in the title bar
O Do not cache thumbnails

select the View tab >>
I Hidden files and folders

select the Show hidden files and folders option {2 Din ont show biden files and
button > then select OK: (_ {*} Show hidden files and folders
] Hide extensions for known file types ;I

... now you should be able to see the AppData folder.

OE's Normal.dotm and SSP_Template.dot need to be in the following folder as shown below:

|— If you are working with 2006 Standards use the 2006_SSP_Template.
If you are working with 2010 Standards use the 2010_SSP_Template.

Your s#
R k’ ————
@l'\..../"| . v Computer » (C:) System Drive » Users » 5127945 »(AppData) » Roaming » Microsoft )erllm‘is) v|+'f||
File Edit View Help

COrganize « Include in library = Share with = Burn MNew folder
R £ Marne Date modified Type Size
B Desktop @“J 2006_55P_Template_05-05-11.dotx 11/2/2012 248 PM  Microsoft Office ... 12 KB
& Downloads ¥ Normal.dotm 11/2/2012 2:50 PM  Microsoft Office .., 16 KB

m

:
=, Recent Places

User Information set up and where to find the OE tools in Microsoft Word 2007... see the following pages.

60f 12
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Word 2007 Templates Introduction

Word 2007 User Interface

User Information set up

Open Microsoft Word 2007 to see if the User Information has been set correctly. To do that, follow the

instructions below.

Open Microsoft Word 2007 >

/) Home

Documentl - Microsoft Word

Insert Page Layout References Mailings Review View Developer Add-Ins OE l@

. /. Times Mew Roman =12 = | : | % 34
then click on the big Office B ey e SEAE = daBbCcl AaBbCel AaBbCel
Paste - =% — || Emph T Heading1 7Heading2? — Change | Editing
Button >> " 3 A A A ] |2 B mahesis {f Heading1 81 Headina 2 (SIS R ISR
Clipboard T« Font E] Paraaraph IE} Stylas IE]
é i H9- -0 - Documentl - Microsoft Word -ax _ E&_v}l
v = : ke\riew Wiew Developer Add-Ins '@ .
= Recent Documents ] : : : : H
(] e - V[
1 test.doc {1 AaBbCcl AaBbCcl AaBbCcl
] 2 Macros.dotm i=1 THeadingl THeading2 THeading3 - Change Editing
@y Qpen = B Styles~ || -
3 Macros.dot = Styles 5
4 Testing file extension.doot fsl [ -
H Save x|
5 alld.doot = :
=] 6 Mormall.dotm =
H Save As B o *
7 Mormal.dot = -
8 SSP_Template.dotm = 7
@ Print 3 -
|5_,/ Prepare  » &
@ Send 3
El—, - "
L Publish
L
J Close
Word OpﬁOIlS >> (/&) word options );( Exit Word ||
+
Q
T
[ i
Page:1 ofl | Words:0 ﬂ

Select the Popular menu > type your user name in the "User name" input box if it is not correct >

then type your initials in the "Initials" input

Word Options N

box if it is not correct > Click the OK button at the bottom:
2x]

Fﬁipulal |

e ——
Display

<

Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources

_Q Change the most popular options in Word.

Top options for working with Word

v Show Mini Toolbar on selection '
¥ Enable Live Preview

[} Show Developer tab in the Ribbon i)
I Always use ClearType

v Open e-mail attachments in Full Screen Reading view ()

LColor scheme: IBIue VI

ScreenTip style: IShowfeature descriptions in ScreenTips

2
Refer to Appendix G in the
RTL Guide for proper syntax

on lser Information (or

use with Microsoft Office: Language Settings... |

Personalize your copy of Microsoft Office

User name: IIhuynh

Initials: LTH

[ o ]

e

Cancel |
e
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Word 2007 Templates Introduction

Introducing the OE tab

Same tools as before with a new user interface.

The OE tab contains the most used tools identified by the testers (DES-OE, D3, D7 and D12). Pease take a
moment to learn what these tools do by hovering the cursor over them. The OE tab models after Microsoft's
new user interface goal; it organizes tools according to related task to minimize redundancy.

H9-4 - Documentl - Microsoft Ward i
‘E.,j ) -~
- Home Insert Page Layout References Mailings Review View Developer Add-Ins ‘ OE | ) '@
=3 [E] “*= strikenHide U | [ TOC &5 organizer | 123 count  [B] show ANl SP [KT =% Paragraph ~—

2 [R] * - mmas 9| 2 Index A Styles 3 Previous . Reject Change | BB E TOC
. [ U - mmas| B || =l Header Fid 4+ Compare | 9 Next v AcceptChange || A M

SEPECI_ltJng \ Taals L @ Re&iﬂ_thanges BE-Addenda-Est
| Underiine < INTTALS N\ | \ &
For convenient, a few
of the hard to find
Word's functions and 1
Hover the cursor over the icon to see a features were added to
description of what it does. For the OE tab.
example, when the cursor is placed
over the U+INITIALS, a dialog
appeared with the tool's name and
description.
.
Page:1lofl | Words:0 | 75 | HE'@J%:EE = .
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Word 2007 Templates Introduction

The old OE's custom toolbars
It can be found in the Add-Ins tab > OE menu >>

Hide All OE Custom Toolbars
Show HQ SE Toolbars

Show HQ BBEU Toolbars
Show HQ Const 5tds Toolbars
Show MR Dist SE Toolbars
Show Dist 5E Toolbars

,I':!:: A | Q wy L Documentl - Microsoft Waord P e e
S Jm Insert Page Layout References Mailings Review View Developer ( Add-Ins D OE @
Insert S5P  INITIALS "ADDED™ "DELETED™ "NEW™ "UPDATED ™ &BE 4BE = INITIALS T T + INITIALS Hidden Text On/Off Set Quick Keys N

Show Toolbars Selection Form .l

|
[

Custom Toolbars

QL] Merg

5}

/

Click to scroll
horizontally.

Note: These toolbars are the original toolbars from Word 2003; un-
modified in Word 2007. What was broken before is still broken!

Page:1 ofl | Words: 0 | ==

H—%'Eﬁ'lﬂ!;

Select the Show Toolbars Selection Form from the OE Menu >>

D) | [ - Documentl - Microsoft Word i i

R Home Insert Page Layout References Mailings Review View Developer Adml OE @

< OE Menu '> Inser‘l.: 55P ) ImLs "ADDED” "DELETED™ "MEW™ "UPDATED™ &ABC 4&RC = INITIALS I W = INITIALS Hidden Text On/Off Set Quick Keys m Merge [ |

‘Times New Ron = 12 = i 1= %’I
mBEIAEEBEO @ .

|| Menu Comma, .. Custom Toolbars |

x| =

‘HQ.SE"I'_DbIba'rs_SeIéction' ‘ ‘Bﬁ_tl'_‘l’_op]l__:af’s_-s_eléctian

Morth Region SE Toolbars
Selection

‘ ‘Dist SE Toolbars Selection ‘

I™ BBL - Bid Book Editing Taols

I BBU - BEES Est Tools
™ SE - 55P References ™ BBU - Standard
[~ SE - 0CCS Tools

[~ =E - Standard

™ BBU - Formatting

[~ SE - 55P Farmatting

Show Toolbar |

[sE- Ii‘ayclauses et,
[~ SE - 1999 55P Styles
™ SE - MROE S5F Editing (Text)
™ 5E - NROE 55P Editing (Icans)
I SE - NROE 5P Formatting #1
I™ SE - NROE 5P Formatting #2

Cancel |

" SE - Dist 55P Editing

[ SE - Disk S55F Tools

™ SE - Dist 55F References
™ SE - Dist Standard

[™ SE - Dist 55P Formatting

This Form allows you to select the toolbar(s) from any group of toolbars to
Show or Hide. To select or deselect the toolbar, click on the checkbox(s)
next to the toolbar name > click the Show Toolbar button.

oo

Page:lof1 | Words:0 | =

H—E'%'E! =

The OE toolbars are displayed and available for your use!

W2007 Templates Introduction.doc (password: w2007)
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Word 2007 Templates Introduction

Quick Overview of the New User Interface (Ul)

As you get familiar with
the new Ul, you will
notice it organizes
controls according to
related functionality.

The Big Button

The File menu is now
the Big Button:

;E i e LR Documentl - Microsoft Word -8X
Review View Developer Add-Ins (0]3 @

ﬂ Hew Ao hie duomest ‘E:{ T ] one Page ..E New Window | 11 F =

h. = (==

i = Word Document i 0 30 Two Pages | = AmangeAll | . =z

=| Save the file as a Word Document, | Zoom 100% _ Switch Macros

Open =] Page Width || = Split H9 | windows = -
E;.. 1 Word Template | Zoom Window I\-1acr0f |
= | Save the document as a template that can [ =
be used to format future documents, (I

@__ Word 97-2003 Document
T—=| Save a copy of the document that is fully
compatible with Word 97-2003,
Lﬁ‘ &y OpenDocument Text
g | Save the document in the Open Document

i)

== Format.
This is where you can ] wepae > Q BOF or XPS
s 3 (=E Publish f the d t PDF
find functions such as __ BN el 2 (ORROTIhe FORL IR, ax L o R d .
__g Sgs b ecommends saving
Save, ; - ~—] Other Formats .
Save AS H Open the Save As dialog box to select from document that 18 fUIly
N . L/ Pwbish v | lpossbleiepes compatible with Word
Print > Print Preview, 97-2003
etc. 0 cose :
_ {123 word options | [ X Exit Word
o]
¥
[ | i
| Pageilofl | Wordsi0 =l |J|§||?ﬁ@§§|.m@ 1] (F)s1
Save in: I@' Desktop j @ - 2| X Ca EE
o Trusted ﬁl_]My Documents
Templates d My Computer
B My Recent (&3 My Nebwark Places
Dacuments 4= about Officez007
@ Desktop | Friday blup templates
b CIMSkmplt
Ij:" Dgcuments 'ﬁ—_" png
o ﬁTempl
Cgmputer |1 Tues morning bkup
) L 5127945 (H)
@y etk orteut to BBSS The new Word
157 Shorkcut o STARTUP 2007 document
file extension is
Make sure to check the
DR now daev
box for comnatibilitv.

File name:

[Testing] doc: /
b (¥, .docx)

Save as bype: ard Documeﬁ )
v MEintain compatibility with Word 97-2003

=
|

Tools - |

N’

Cancel

Save I

F
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Word 2007 Templates Introduction

The Home tap contains the typical Word's formatting tools:

Documentl - Microsoft Ward

(e
ert Page Layout References Mailings Review View Developer Add-Ins OE @
| == !u - . = e r?ﬁ Ei = |
| " i - - || A T SRR i A ind
= JRRgY Vs tew Roen 12 - A A =] (20| 4aBbCcI AaBBCA AaBbCd AaBbCd A
Ep - : — G Lae
Paste = 2 - (222 ~ A== = = : i i i _ Change
o | B I U abe X, X Aa || A | |_ = _||*_ ||‘Q Emphasis  THeadingl T7Heading2 THeading3 - stytess || Lg setect~
|| Clipboard ™ Font - (F Faragraph iF] Styles (F] Editing

\ \
‘ N‘ Group's name

Page:1 of1 | Words:0 | 25 | “E.@;E.; = s
The Page Layout tap contains your Page Setup dialog:
- +
(e H ) LIS Documentl - Microsoft Ward -B8X
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Click on the little square for Page Setup.
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The View tap contains your document view as Normal, Print Layout, Outline, etc:
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The Quick Access Toolbar

It allows you to add commands (or buttons) for quick access:
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Hopefully the quick overview of the new user interface helped you start using Word 2007. Take some
time to familiarize with the new look by hovering your cursor over the buttons and in no time you will
be as familiar with Word 2007 as you are with the earlier version.

W2007 Templates Introduction.doc (password: w2007) 12 0f 12



